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OVERVIEW 


1. Role and Responsibilities 


As Recording Secretary, your role is to take roll at meetings, take notes on any discussions which come 
up during meetings, and sign any national documents which require member counting (such as ballots 
for votes). Your final role as Recording Secretary is to keep track of who has participated in events 
each semester so the chapter knows who is eligible to receive cords on graduation. 


Summary of responsibilities: 


Create and maintain Google Forms for event RSVPs 

Take attendance during meetings and service events (Google Drive folder: Attendance/Survey 
Forms) 

Sign national documents that require member counting (ratification ballot) 

Help with overall organization of Google Drive 

Assist the Corresponding Secretary with TBP National forms 


2. Resources 


OrgCentral (https://orgcentral.k-state.edu/) 
o This is where our organization is registered with the Center for Student Involvement. 
Google Drive 


o This is recommended to keep attendance during meetings and service events. 


3. Lessons Learned 


